
Burbank Housing Property Corporation 
Job Description 

Job Title: Permanent Supportive Housing Manager 
Sonoma & Napa County, CA 

 

 

Classification: Exempt              Salary Range: $85,000.00  

Reports to: Director of Property Mgt.   Location: Santa Rosa, California 
Department: Property Management   Position Status: Full-time w/benefits 

 

Organization Summary: 

Burbank Housing is the North Bay’s largest affordable housing organization. Since our start in 

1981, we have developed, managed and serviced a portfolio of over 70 affordable housing 
communities across Sonoma and Napa Counties.  Affordable housing offers a home to 

individuals and families who make between 30%-60% of the regions Area Median Income (AMI), 

$34,900 to $69,780 for a family of four. 

 

Our portfolio of communities continues to expand and adapt to the ever-evolving population 

shifts and needs in society. Permanente Supportive Housing (PSH) is a part of a larger effort to 
end homelessness. The larger philosophical approach in which PSH is a part of is known as 

Housing First. Broadly, within Housing First are key principles that suggest a collective and 

systemic approach to housing formerly homeless individuals.  

 

This approach is guided by the belief that people need basic necessities like food and a place to 
live before attending to anything less critical, such as getting a job, budgeting properly, or 

attending to substance use issues. Additionally, Housing First is based on the theory that 

client choice is valuable in housing selection and supportive service participation, and that 

exercising that choice is likely to make a client more successful in remaining housed and 

improving their life. 

 
The Housing First approach views housing as the foundation for life improvement and enables 

access to permanent housing without prerequisites or conditions beyond those of a typical 

renter. Supportive services are offered to support people with housing stability and individual 

well-being, but participation is not required as services have been found to be more effective 

when a person chooses to engage. 
 

Successful Housing First models rely on a collective, consistent, collaborative and transparent 

approach between multiple agencies, public and private, and/or supportive service program 

providers.  

 

Position Summary: 
The Permanent Supportive Housing (PSH) Manager oversees the day to day management of our 

PSH Portfolio.  This position is ideal for someone with experience in both social services and 

property management and who wants to make a difference in the community.  Our PSH 

Portfolio serves a varied population.  It is inclusive of persons experiencing homelessness and 

chronically homeless (including persons with behavioral health issues), and youth between the 
ages of 18-26 who are experiencing homelessness or have aged out of the foster care system. 

    

Working with the Director of Resident Services and reporting to the Director of Property 

Management, the PSH Manager must show a high level of commitment and empathy to the 

PSH population with the goal of keeping those housed who demonstrate the ability to do so.  

Open and constant communication with our partners providing services to our residents is a 
crucial aspect of maintaining a successful PSH property.  As a part of our team of portfolio 

managers, the PSH Manager attends weekly staff and peer meetings and is engaged in open 

dialogue regarding BH policies, procedures and staff recommendations. 
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Additionally, the candidate must have experience in fundamental property management duties: 

ensuring that rent collection procedures are followed; occupancy levels are maintained as 
projected; budgeted financial goals are achieved and rents allowed under the regulatory 

programs are being achieved. A working knowledge of applicable local and federal housing 

laws, including Fair Housing and Landlord and Tenant laws, is necessary.  Experience in 

reading, understanding and analyzing budget performance is also an important component of 

this position.  The PSH Manager must be able to manage multiple tasks while interacting with 
residents, employees, vendors and community advocates. 

 

The PSH Manager provides support, coaching and training to the Resident Manager and 

ensures that staff is engaged with the residents and service partners in order to foster a team 

approach, leading to a successfully managed property. 

 
Summary: The PSH Manager is responsible for oversight of the daily operations of Burbank 

Housing’s PSH portfolio. The responsibilities include but are not limited to:  

 

Specific Duties and Responsibilities: The following reflects Burbank Housings definition of 

essential functions for this job but does not restrict the tasks that may be assigned. 
1. Follows federal, state, and local Fair Housing laws to ensure equity within the BH PSH 

portfolio. 

2. Facilitates ongoing meetings between BH teams and program providers. 

3. Monitors overall move-in, stabilization, and community support with partner agencies 

during the initial lease up process and fills vacancies within the portfolio on an ongoing 

basis. 
4. Collaborates with the Housing and Coordinated Entry Teams and the Resident 

Managers to ensure that units are vacated and turned according to BH policy. 

5. Prepares and submits timely required reports, including preparation and distribution of 

annual portfolio budgets.  

6. Attends regular in-house training and informational meetings offered by BH. 
7. Confers with the Maintenance Supervisor and PSH Resident Managers to ensure 

maintenance work is being done in a workmanlike and timely manner. 

 

8. Strategizes with the Property Management and Resident Services teams, and Program 

Managers to identify opportunities to strengthen housing stability across the housing 

portfolio.   
9. Ensures that the BH Residential Lease and Community Policies are adhered to by 

residents and communicates regularly to Program Managers any behavioral issues 

affecting the community.   

10. Cooperates with compliance staff and outside agencies in submitting requested 

information for audits, inspections and annual reports for lenders and regulatory 
agencies. 

11. Defines Key Performance Indicators (KPI) and manages matrices for PSH portfolio. 

12. Supports the development of program policies and procedures to streamline and 

improve services. 

13. Ensures providers are completing and submitted required reporting. 

14. Provides updates to the Executive Leadership Team as needed. 
15. Other duties as assigned. 

 

Qualifications Requirements: The requirements listed above are representative of the 
knowledge, skills, and/or ability required.  Reasonable accommodations may be made (except 
experience levels) to enable individuals with disabilities to perform essential job functions. 
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Minimum Qualifications: 
These minimum qualifications establish the education, training, experience, special skills 

and/or licenses which are required for this position. Please note, additional qualifications (i.e., 

special conditions) may apply to a particular position and will be stated on the job 

announcement.  

 
Education: 

A Baccalaureate degree in social work, public administration, business administration or a 

related field. 

 

Experience: 

A minimum of four (4) years of professional experience in a general administrative capacity of 
which, at least two years are in the field of human services. This experience includes 

responsibility for functions such as budget administration, and financial oversight.   

 

Substitution: 

Two to three years of qualifying experience may substitute the education requirement.  
 

Additional Qualifications/Skills:   

1. Commitment & enthusiasm toward achieving Burbank Housing’s Mission and Vision 

Statements. 

2. Ability to work cooperatively and effectively with a diverse group of people.  

3. Thorough understanding of permanent supportive housing regulatory requirements and 
procedures. 

4. Proven leadership and business acumen skills. 

5. Versatility, flexibility and willingness to work within an environment of changing 

priorities with enthusiasm. Advanced written, verbal, and interpersonal communication 

skills as this position will be working with a diverse group of individuals. 
6. Seasoned professional with strong sense of self-confidence and professional demeanor; 

a calm thoughtful approach to interpersonal relations, communications and challenging 

situations.  

7. Strong time management skills and ability to multi-task. 

8. Working knowledge of computer software and systems: MS Office applications (Word, 

Excel, PPT, Outlook), Yardi Voyager and Windows XP.  
 

Language Skills: Proficiency in English is required in both spoken word and written language.  

Ability to read and interpret rental agreements, government regulations, and budgets.  Ability 

to write effective business correspondence.  Ability to effectively communicate information and 

respond to questions from groups and individuals.   
 

Mathematical Skills: Ability to add, subtract, multiply, and divide in all units of measure, using 

whole numbers, common fractions, and decimals.  Attention to detail and a high degree of 

accuracy are required. 

 

Reasoning Abilities: Ability to analyze and interpret technical procedures and instructions.  
Ability to collect data, establish facts, and draw valid conclusions. 

 

Management Skills: Ability to supervise, train, and direct on-site staff.  Must be detail oriented, 

well organized, and must be sensitive to the needs and concerns of residents and staff. 
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Other Skills and Requirements:   

1.  Possession of a valid California Driver’s License, maintain a satisfactory driving record, 
reliable personal transportation and automobile insurance per requirements of the State of 

California. 

2.  Ability to work with individuals and/or groups as a representative of Burbank Housing, 

both in public and private arenas.  Contacts may include public agency officials, housing 

development professionals, representatives of the business and financial community and 
community-based groups. 

3.  Must be self-motivated and demonstrate initiative. 

4.  Satisfactory criminal background history. 

 

Physical Demands: While performing the duties of this job, employee is regularly required to 

walk; climb stairs, sit; use hands to handle objects/operate keyboards, tools or controls; reach 
with hands and arms from the waist and above the shoulders; stoop; kneel and crouch; lift up 

to 30 pounds; see, talk and hear.  A pre-placement physical is required. 

 

Work Environment: The noise level in the work environment is usually moderate. 

 
Certification:  I certify that I have read and understand the description of my job as outlined 

above.  I further acknowledge that Burbank Housing is an At-Will employer.  I understand that 

either Burbank Housing or I may terminate our employment relationship at any time, with or 

without cause and with or without notice. 

 

 
 

        

 ________________________________________              ____________________________________ 

Employee Signature  Date    Supervisor Signature           Date 


